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OPEN: 09/19/06 

CLOSE: 10/03/06 

 
EXEMPT ___ 

NON-EXEMPT _X_ 

 JOB DESCRIPTION 

 

POSITION:   COMPUTER SITE TECHNICIAN 

 

RESPONSIBLE TO:  Computer Site Manager  
 
SALARY:   GS-08 $32,292 - $42,373 Annual/Full Benefits 
    GS-09 $35,668 - $46,376 Annual/Full-Benefits 
     
CLASSIFICATION:  Regular, Full-time, Non-Management 
 
LOCATION:   Klamath Tribal Health & Family Services 
    3949 South Sixth Street 
    Klamath Falls, OR  97603 (subject to change) 
 
POSITION OBJECTIVE 

 
The Computer Site Technician will assist the Computer Site Manager in managing, implementing, 
and maintaining the servers at Klamath Tribal Health & Family Services including the primary and 
backup Resource and Patient Management System (RPMS) servers, QS/1 Pharmacy server, 
Exchange email server, Voice Mail server, Antivirus server, 3M Health Data Management server,, 
MAS200 Finance data server, primary and backup Domain servers, Domain Name Services and 
Proxy servers. The Computer Site Technician will assist the Computer Site Manager in managing, 
implementing, and maintaining the Local Area Networks at each KTH&FS site and the Wide Area 
Networks connecting each site.  
 
The Computer Site Technician will also assist the Computer Site Manager in managing, 
implementing, and maintaining the telecommunications infrastructure including telephone systems 
and voice mail. The Computer Site Technician will assist the Computer Site Manager in providing 
assistance and technical training to Klamath Tribal Health staff members in the area of computer 
systems and operations.  
 
The Computer Site Technician works as a team member with the Klamath Tribal Health staff in 
support of financial management systems.  Assists in providing technical expertise for all the 
servers as well as desktop client computers, including IBM PC compatible systems running 
Microsoft Windows 2000 Professional, Windows XP Professional, Windows NT Workstation, 
Windows NT Enterprise Server, Windows 2000 Advanced Server, Windows Server 2003, Active 
Directory and Linux Server. 
 
The Computer Site Technician’s duties and responsibilities may require them to report to the 
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Chiloquin Wellness Center as their designated worksite on a part-time basis. 
 

MAJOR DUTIES AND RESPONSIBILITIES 

 
1. Assist the Computer Site Manager with installing, updating, modifying, and maintaining 

RPMS software working with Portland Area Indian Health Service, Division of Information 
Resource Management. Install, update, modify, and maintain LaserFiche document archive 
system, MAS200 finance system, QS/1 pharmacy system, Microsoft Exchange email server, 
Trend Micro and Symantec Norton antivirus systems, proxy servers, voice mail server and 
3M Health Data Systems servers. 

 
2. Assist with backing-up all servers daily; desktop systems weekly; and run statistical 

reports for Klamath Tribal Health & Family Services programs. 
 
3. Provide technical assistance to staff when new programs are installed and provide 

training on security policies and procedures. 
 
4. Serve as a point of contact for all electronic equipment within the organization, including 

computers, printers, network equipment, scanners, digital cameras, computer projectors, 
telephone system, copiers, faxes, paper shredders, postal machines and any other electronic 
equipment. Serve as primary point of contact for all software and supplies for the above 
equipment including toner, ink cartridges, tapes, labels, ribbons and other consumables. 

 
5. Work in conjunction with Indian Health Service and the Northwest Portland Area Indian 

Health Board to provide training to new and existing staff on the use of the RPMS system. 
Provide technical assistance for printers, copiers, faxes, scanners, etc. 

 
6. Assist in obtaining price quotes for computer hardware, software, and supplies and prepare 

all Purchase Orders for computer, telecommunications and electronic equipment and 
supplies. 

 
7. Give applicable new employees access to email and standard Microsoft Office software, 

provide assistance with email and Office software. 
 
8. Assist with troubleshooting and repair all problems that are encountered with computers, 

networks, printers and other peripherals, software, copiers, fax machines, telephone 
systems, voice mail systems, paper shredders and all other electronic equipment. 

 
9. Assist with updating all computer equipment, network equipment and software, and 

responsible for cleaning and maintaining all computer systems on an as needed basis. 
 
10. Assist in insuring the security, confidentiality and integrity of all stored electronic data and 

files. 
 
11. Assist in insuring all systems are free of viruses, adware, malware, worms, Trojan software, 

chat software, games, peer-to-peer file sharing systems and any other software that violates 
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Indian Health Service or The Klamath Tribes policies. 
 
12. Assist with the responsibility for implementing and maintaining the Health Insurance 

Portability and Accountability Act (HIPAA) standards, policies and procedures that apply 
to all computers, network, telecommunications and other systems maintained by the 
Computer Services department. 

 
13. Assist with maintaining user access to various data systems. 
 
14. Responsible for maintaining confidentiality of all user passwords, documents and other 

files. 
 
15. Assist the Computer Site Manager in determining standards for all software and hardware 

used by Klamath Tribal Health in all systems. 
 
16. Assist with the installation and maintenance of all PCs and servers. 
 
17. Assist with installation, maintenance and repair of all telecommunications equipment 

including the telephone systems, voice mail and fax machines. 
 
18. Assist with moving all computer and telephone equipment as needed. 
 
19. Assist with maintaining all door locks and key control for all buildings. 
 
20. Assist with installation, maintenance and daily operation of all video surveillance systems. 
 
21. Assist the Computer Site Manager with researching and apprising new technologies, 

systems, software and components that may be utilized to improve the operations of all 
supervised systems. 

 
22. Assist with computer systems, computer networks and user management for other Klamath 

Tribes departments, specifically Wemble Naalam T’at’aksni House youth residential 
facility. 

 
23. Other related duties as assigned. 
 

SUPERVISORY CONTROLS 

 
Works under the direct supervision of the Computer Site Manager who provides general 
instructions.  Work is assigned in terms of functional/organizational objectives.  The supervisor 
assists with unusual situations that do not have clear precedents. 
 
Employee works closely with the Computer Site Manager. Employee resolves problems on the 
basis of past precedent; exercises judgement in interpreting guidelines and applicability; ensures 
deadlines are met. 
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Employee plans and carries out various stages of work by selecting and using approved methods 
and techniques as appropriate. Work is reviewed for quality and compliance with established 
policies and procedures. 
 
 
KNOWLEDGE, SKILLS, ABILITIES 

 

Knowledge of computer operations and various functions, including PC-compatible internal 
components and peripherals. 
 
Ability to install, update, and manage computer software, including desktop/laptop and server 
applications, utility drivers, and system software. 
 
Knowledge of computer networking; including TCP/IP LAN and WAN systems, routers, Network 
Interface cards, IP protocols, and Internet software and services. 
 
Basic knowledge of programming languages, preferably in Windows/DOS batch files and Cache’ 
(M). 
 
Ability to troubleshoot technical hardware and software computer difficulties, identify and repair 
problems. 
 
Knowledge of electronic systems such as telephone PBX systems, video surveillance systems, fax 
machines and copiers. 
  
Ability to establish, update, and maintain security codes for all employees. 
 
Ability to communicate in both oral and written form.  This person should be able to express 
her/himself in a clear and concise manner for the purpose of correspondence, providing reports and 
instructions, as well as for obtaining information or conveying messages. 
 
Ability to perform work and accomplish tasks following specific procedures in accordance with 
established policies, procedures, practices, and priorities.  This includes the ability to plan and 
organize work using one’s own initiative and seek information and assistance from other sources as 
necessary, making decisions based on experience. 
 
Ability to maintain strict confidentiality of records and information. 
 
 

QUALIFICATIONS, EXPERIENCE, EDUCATION 

 
Minimum Qualifications: 

• High School Diploma or Equivalent is REQUIRED. 
 
• Associate’s Degree in Computer Science preferred; or one (1) year equivalent 

experience is REQUIRED. 
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• Extensive experience with Windows 2000 Professional and Server, Windows NT 

Workstation and Server and Windows XP Professional systems is REQUIRED. 
 
• Ability to troubleshoot, repair and maintain Windows (PC Compatible) computer 

hardware REQUIRED. 
 
• Ability to troubleshoot, update and maintain software systems REQUIRED. 

 
• Knowledge of TCP/IP Local Area and Wide Area networks REQUIRED. Must 

submit to and clear and Alcohol/Drug Screen. 
 

• Must submit to and clear a Criminal Records Background investigation. 
 

• Indian Preference will apply. 
 

Preferred Qualifications: 

• Experience with IHS RPMS, InterSystems Cache’, MAS200, Pharmacy point-of-
sale systems and Linux systems are strongly preferred. 

 
• Experience with repair and maintenance of all computer peripherals including but 

not limited to printers, scanners, keyboards, mice, monitors and cables strongly 
preferred. 

 
• Experience with repair and maintenance of video surveillance systems preferred. 

 
ACKNOWLEDGEMENT 
 
This job description is intended to provide an overview of the requirements of the position. It is not 
necessarily all inclusive, and the job may require other essential and/or non-essential functions, 
tasks, duties or exclude any essential or non-essential requirement at any time with or without 
notice. Nothing in this job description, or by the completion of any requirement of the job by the 
employee, is intended to create a contract of employment of any type. 
 

Revised: 01/31/06 

APPLICATION PROCEDURE 

 

Submit a Klamath Tribal Health & Family Services Application for Employment with all 
requirements and supporting documentation to: 
 
 Klamath Tribal Health & Family Services 

 ATTN:  Human Resource 

 3949 South 6
th

 Street 

 Klamath Falls, OR  97603 

 
IT IS THE RESPONSIBILITY OF THE APPLICANT TO PROVIDE SUFFICIENT INFORMATION TO 
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PROVE QUALIFICATIONS FOR TRIBAL POSITIONS. 

 
Please Note:  If requirements are not met, i.e., submission of a resume in lieu of a tribal 
application, or not including a required certification, your application will not be reviewed and 
will be disqualified. 
 
Indian Preference will apply.  In accordance with Klamath Tribal policy, priority in selection will 
be given to qualified applicants who present proof of eligibility for “Indian Preference”. 
 
Applications will not be returned. 
 


